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Community Services 

Block Grant Federal Overview 

The Community Services Block Grant (CSBG), administered by states, provides core funding to local 
agencies to reduce poverty, revitalize low-income communities and to empower low-income families to become 
self-sufficient. The CSBG is currently authorized under the 1998 CSBG Act. 

ligible entities in the CSBG network are Community Action Agencies (CAAs), created 
through the Economic Opportunity Act, a predecessor of the CSBG. Community 
representation and accountability are hallmarks of the CSBG network, where agencies are 
governed by a tri-partite board. This board structure consists of elected public officials, 

representatives of the low-income community, and appointed leaders of the private sector. South 
Carolinaõs allocations to CSBG subgrantees is calculated and based, in part, on the 10-year United 
States Census poverty rates of the county(ies) served by the subgrantee.  
 
CSBG is not required to implement verification requirements, therefore, òNon-citizens, regardless of 
their alien status, should not be banned from Community Services Block Grant programsó (CSBG 
IM No. 30, US Department of HHS for Children and Families Office of Community Services Division of 
State Assistance).  

The federal income eligibility is based on a householdõs earnings/contributions and must not exceed 
200% of the federal poverty level (FPL).   
 
Allocations for CSBG subgrantees is calculated based on the 10-year United States Census poverty 
rates of the county(s) served by the subgrantee.  
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CSBG State Overview  

CSBG services 
shall seek to 
promote social 
and economic 
self-sufficiency 
through the 
achievement 
and 
development 
of knowledge, 

skills and abilities that will enable low-income 
individuals to effectively respond to and manage 
those life circumstances that negatively impact 
their well-being and accomplishment of life goals.  
Through the strengthening of individual and 
family competencies, services shall enable low-
income persons to mobilize the resources and 
support necessary to deal with existing problems, 
needs and future aspirations. 
 
Linkages will be developed with local entities to 
fill identified gaps in services through the 
provision of information, referrals, case 
management and follow-up consultations.  Funds 
made available to eligible entities will be 
coordinated with other public and private 
resources and may be used to support innovative 
community and neighborhood-based initiatives 
with the goal of strengthening families. 

 
State Community Service Programs 

include:  

¶ Employment 

¶ Education 

¶ Income Management 

¶ Housing 

¶ Emergency Services 

¶ Nutrition 

¶ Self-Sufficiency 

¶ Health 

Community Needs Assessment  

OEO will secure from each eligible entity, a 
current community-needs assessment for the 
areas served (to include each county) which may 
also be coordinated with community-needs 
assessments conducted for other programs.  OEO 
requires a comprehensive needs assessment once 
every three (3) years.  The needs assessment 
should be updated, as needed, during the interim 
years.  The next comprehensive needs assessment 
is due to OEO in August 2022 with the 
submission of the program year (PY) 2023 
Community Action Plan.  
 

Results Oriented Management and 

Accountability (ROMA) System  

Eligible entities will participate in and comply with 
the ROMA System, which the Secretary facilitated 
development of pursuant to Section 678E, 
utilizing SCROMA and provide a description of 
specific measures to be used to substantiate the 
outcomes of each funded program and eligible 
entity (CAA) performance in promoting self-
sufficiency, family stability, and community 
revitalization.   
 
Grant Award Disbursements  

Agencies will receive the grant award(s) based 
upon OEOõs receipt of the federal notice of 
award(s), the timely completion, receipt and final 
OEO approval of the agencyõs CSBG Community 
Action Plan and application budget. 
 

CSBG Fund Limitations  

Section 678F(a)(1) of the CSBG Act (Limitations 
on use of funds) does not allow the State or any 
other person with which the State decides, to use 
CSBG funds for the purchase, construction, or 
permanent improvement (other than low-cost 
residential weatherization or other energy-related 
home repairs) of any building or facility.   
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CSBG Income Guidelines 

The Cares Act authorized states to revise the income limit for eligibility ceiling from 125 to 200% of the federal poverty 
level for CSBG services furnished during fiscal years 2020 and 2021. South Carolina will determine CSBG 
eligibility based on 200% of the federal guidelines during PY 2021.  

 200% 200% 
FAMILY SIZE MONTHLY  

POVERTY 
ANNUAL  
POVERTY 

 GUIDELINE  GUIDELINE  

1 $2,126.67 $25,520.00 

2 $2,873.33 $34,480.00 

3 $3,620.00 $43,440.00 

4 $4,366.67 $52,400.00 

5 $5,113.33 $61,360.00 

6 $5,860.00 $70,320.00 

7 $6,606.67 $79,280.00 

8 $7,353.33 $88,240.00 

For each additional person, add $746.67 $8,960.00 

 
FIGURE 1.1 Federal Poverty Income Guidelines are in effect as of January 23, 2020. The 2021 HHS poverty guidelines will be updated once 
published in the Federal Register and can be referenced at https://aspe.hhs.gov/poverty-guidelines. 

 

Income Eligibility 

Applications must be made in the designated 
service area.  The Federal Poverty Guidelines 
must be used as the primary criterion in 
determining income eligibility.  To receive 
assistance under any CSBG project involving 
direct services, an applicant's total household 
income must not exceed 200% of federal the 
poverty level.  Household is defined by the Bureau 
of Census as consisting of all persons who occupy 
a housing unit (i.e., house or apartment), whether 
they are related to each other or not. Total 
household income is based on income at the time 
of application.  
 

Income Verification  

The purpose of the income determination is to 
establish the household's eligibility for service in 
accordance with the statutory definition of 
poverty level.  The goal is to implement program 
services that will enhance and promote self-
sufficiency, and not to penalize low-income 
persons as they move from poverty to self-
sufficiency.   

 

Income eligibility will be determined once 
during a program year considering the 
householdõs 30-day income at the time of the 
initial application. If the household meets the 
income guidelines, the household will be 
considered eligible for all qualifying grants for the 
remainder of the program year. If the 
individual/household seeks additional assistance 
during the same program year, the applicant will 
only be required to present a current bill and 
supporting documentation. 

 

Income & Contribution Frequencies  

Income/contributions should be entered in the 
statewide database (DBA) based on the frequency 

https://aspe.hhs.gov/poverty-guidelines
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of pay using gross amounts:  when an applicant or 
household member is paid weekly throughout the 
30-day period, enter the income as òweeklyó; if 
paid bi-weekly (every two weeks or 14 days) enter 
income as òbi-weekly; if paid semi-monthly (twice 
per month) enter as semi-monthly; if monthly 
(paid once each month) enter as monthly.   
 
To determine the accurate 30-day income to be 
entered into DBA, the calculations are as follows: 
 

Á Weekly: (((amount1 + amount2 + amount 3 
+ amount4) /4) * 4.33)  

 

Á Bi-Weekly: (((amount1 +amount2) /2) * 
2.165 

 

Á Semi-Monthly  (amount1 + amount2) 
 

Á Monthly (monthly income x 12) 

 

How to Calculate Income  

When calculating total household income, include 
all income (use actual amount; do not round) for 
the last 30 days (include the date of application). 
Calculate the ògrossó income to determine 
eligibility.   

 

 Individuals with Wages  

When an applicant or member of the household 
has earned only one paycheck in the 30-day 
period, enter it based on the frequency of payroll 
period, also.  SC ROMA (DBA FACSPRO) will 
provide the calculations to determine eligibility. 
 

 Self -Employed Individuals  

When an individual is self-employed and operating 
a business outside of the home, use the ònetó 
profit.  An individual must provide the entire 
2020 (most recent) signed Federal Tax Form 
pertaining to the business (e.g. 1040 Schedule C of 
Profit or Loss or 1040 Schedule C-EZ).  For 
Form 1040 schedule C, use total from line 31(Net 
Profit), divide it by 12 = monthly income amount.  
 
If using form 1040 schedule C-EZ, line #3 should 
be used. Other IRS forms include Form 1065 
Partnership Return of Income (request Tax 
Schedule K-1 Form 1065 Partnerõs Share of 
Income, Deductions, Credits), Form 1120S 
(request Tax Schedule K-1, Form 1120S).  When 
an individual is self-employed, operating an in-
home business, such as childcare, use the ògrossó 
income.  An individual must provide the entire 
2020 (most recent) signed Federal Tax Form 
pertaining to the business.   
 
When only recently self-employed, an individual 
must provide quarterly or monthly tax statements 
provided by the South Carolina Department of 
Revenue.  If the self-employed individual does not 
file his/her taxes quarterly, provide a copy of the 
business license and Declaration of Zero Income 
form.   
 
How to calculate quarterly taxes:  Divide the 
most recent quarterly tax amount by 3 = average 
monthly income amount.  Appointment books 
should not be used to verify income.  When an 
individualõs business has been terminated, 
verification of termination is required (e.g. state 
certification verifying termination). 
 

 Day Laborers  

When determining the income of day laborers, 
collect all wages received within 30 days of the 
date of application and calculate income using the 
monthly pay frequency.   
 

 Declaration of Zero Income Form  

The Declaration of Zero Income form should be 
used as a last resort, when all efforts have been 
exhausted to provide sufficient documentation.  
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Persons reporting no earned income or monthly 
benefit (such as Social Security) must complete the 
Declaration of Zero Income form.  If an adult 
member of the household is receiving funds from 
an outside source to contribute toward household 
bills, determine the monetary amounts toward 
food, shelter and utilities, and enter the average 
monthly income total in DBA as òcontributionsó 
or òmiscellaneous incomeó.  Items that may be 
captured on the Declaration of Zero Income form 
include:  child support (contributions in care of a 
child that is not court-ordered), utility check or 
other monetary assistance provided to the 
household that is not employment. Be sure not 
to enter the same income twice.   
 
If a youth (under age 18) provides finances to the 
adult household member for food, shelter or 
utility expenses, the amount must be included as 
income to the adult under miscellaneous/cash 
contributions on the Declaration of Zero Income 
form. 

 
 

 

 Award Letters  (Social Security, Supplemental 

Security Income, VA Benefits, Pensions, etc.) 
 
The Social Security Administration (SSA) 
announced that benefits will increase by 1.3% in 
2021. The maximum monthly SSI benefit will be 
$794 for a single person and $1,191 for a married 
couple. 
 

A current yearõs award letter may be used to verify 
income, using the gross amount.  
 
Proof of disability is to be provided from a 
current or prior yearõs award letter from the Social 
Security Administration (SSA), a current yearõs 
letter from Vocational Rehabilitation or the 
Veterans Administration, disability income check, 
or an official handicapped sticker bearing the 

appropriate photograph. Disability may be 
temporary or permanent. Medical documentation 
must be attached to the application on file.   
 
Due to the pandemic, if a customer has 
exhausted all efforts to retrieve the current 
year award letter, the 2020 award letter may be 
used as verification of disability. 
  
òDisabledó describes an individual who has a 
physical or mental impairment that prohibits one 
from working at any substantial employment that 
otherwise s/he would reasonably be able to 
perform and that will probably continue for an 
indefinite period of at least 12 months or who has 
been certified as permanently and totally disabled 
by a state or federal agency qualified to render that 
decision.  Short-term disability and workmanõs 
compensation are also recognized as a form of 
disability. 
 
A spouse or child receiving Social Security 
benefits is not necessarily disabled.  There are 
three types of social security payments: (1) 
retirement payments as early as age 62, (2) 
survivor payments made at any age, and (3) 
disability payments made to disabled persons 
under the age of 65.  The medical standards for 
disability are the same for Social Security (SS) as 
for Supplemental Security Income (SSI) for 
individuals age 18 or older.  There is a separate 
definition of disability for SSI children under age 
18. 
 
SSI payments are made in three categories: (1) to 
aged individuals ð 65 or older, (2) to disabled 
persons under 65 who have an impairment so 
severe the person cannot do any substantial work, 
and the impairment will last 12 months or result in 
death, and 3) to blind individuals under age 65 and 
legally blind.  Children may receive SSI payments 
if blind or disabled, based upon the parent(s) 
resources and income.   
 
If you have questions, contact your local Social 
Security office or call 1-800-772-1213. Note: The 
SSA has asked that CAAs contact them at the 
number above or your local SSA office if 
documents are required to service customers, 
rather than sending customers to their office 
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for documents. òUnderstanding SSIó is available 
online at www.socialsecurity.gov/ and 
https://www.ssa.gov/ssi/text-understanding-
ssi.htm.  
 

 Child  Support  

When calculating child support to determine 
applicant eligibility, add all payments made within 
30 days, to include the date of application, and 
enter the total ògrossó amount into DBA using 
the monthly pay frequency.   
 

 Families with Foster Children  

A foster child is a child placed with a parent(s) by 
judgment, court order, or an authorized placement 
agency (state or local government organization).  
 
When serving households with state-placed foster 
children, the foster child should not be included 
as a member of the household.  These children are 
considered wards of the state.  A DSS placement 
letter is required in the file.   
 
Monthly allowances made to foster parent(s) as 
reimbursement for the cost of caring for the child 
should not be counted as income. However, 
separate wages paid to the parent should be 
included as income, as these funds are considered 
payment to the temporary caretaker. 
 

 Utility Checks  

When determining income, utility checks made 
payable to and issued directly to the customer 
should be calculated as income since the 
customer is not required to remit/forward this 
payment to the utility vendor as payment for 
service.   
 
Utility checks issued directly to vendors 
monthly on behalf of applicants who reside in 
subsidized housing are benefits to subsidize the 
already very low-income status of those 

households.  In these instances, benefits are not 
to be counted as income on the application.   

 
Contribution s/Income to Exclude  

The following categories of contributions and 
income should not be counted when determining 
eligibility. 
 

 Contributions from Nonprofit 

Organizations  

Contributions/donations from non-profits should 
not be included as income unless the funds are 
given directly to the customer.  Funds paid 
directly to the vendor on behalf of the customer 
should not be counted as income. 
 

 COVID -19 Contributions  

No contributions or pay related to COVID-19 
should be counted as income. Ex. COVID-19 
Stimulus check or benefit for essential workers. 

 

 Income Tax Refunds  

Tax Refunds should not be included as income 
(refer to US HHS IM 119 or LIHEAP 
Memorandum No. L08-05 for additional 
information).   
 

 Income from Minors  

Income is not calculated for persons under age 18 
(to determine income eligibility); however, if the 
youth provides finances to the adult household 
member for household expenses, the amount 
must be included as income to the adult under 
miscellaneous/cash contributions.  If household 
members under 18 receive Social Security or 
Disability income, the gross amount must be 
included as income under the payee or custodial 
adultõs name living in the household.  
 
Please note: The current DSS printout may not 
be used to verify members of the household, 
or earned income; however, it may be used to 
verify utility check, child support and Temporary 
Assistance for Needy Families/Family 
Independence (TANF/FI) amounts if listed on 
the printout.   
 
 

http://www.socialsecurity.gov/
https://www.ssa.gov/ssi/text-understanding-ssi.htm
https://www.ssa.gov/ssi/text-understanding-ssi.htm
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 Student loans  

Student loan refunds should be included as 
income if funds are used to help sustain the 
household. 
 

 Disaster Assistance  

Income from disaster relief assistance, such as 
FEMA, should not be included as income. 

 

PROGRAM ELIGIBILITY  
Once an applicant has been determined to be 
income eligible, program eligibility must be 
established in accordance with the Office of 
Economic Opportunityõs approved CSBG State 
Plan, the CAAõs approved CSBG Community 
Action Plan and/or federal and state laws, policies 
and procedures.  
 

South Carolina Identification  

All customer documents must be current and 
accurate at the time of application to determine 
program eligibility. 
 

The applicant 
must provide a 
copy of his/her 
current official 
(government or 
state-issued) 
pictured 
identification 

such as a state (SC) identification card, SC driverõs 
license, military ID, employment ID, passport or 
voter registration card bearing a photo.  Eligible 
residents may obtain a SC identification card from 
the SC Department of Motor Vehicles.   
 
All information provided for income and program 
eligibility must be consistent.  If a clientõs address 
listed on the application or bill does not match the 
address listed on their driverõs license/ID, their 
address may be changed and printed online 
(https://www.scdmvonline.com/dmvpublic/trans
/AddrChange.aspx). If the online process cannot 
be accomplished, the customer is responsible for 
providing the current driverõs license/ID.   
 

If an elderly applicant (aged 75+) does not have a 
driverõs license or a state-issued ID card, an 
expired ID with a clarifying statement, or a picture 
of the applicant and a copy of the applicantõs birth 
certificate may suffice. If an elderly applicant does 
not have a birth certificate, a letter from the 
Department of Health and Environment Control 
(DHEC) stating that the client does not have a 
birth certificate on file is appropriate.   
 

Serving Undocumented Immigrants  

CSBG is not required to implement verification 
requirements, therefore, òNon-citizens, regardless 
of their alien status, should not be banned from 
Community Services Block Grant programsó 
(CSBG IM No. 30, US Department of HHS for 
Children and Families Office of Community 
Services Division of State Assistance).   
 

Serving Agency -Related Parties  

There is no prohibition against an eligible entity 
providing CSBG-funded services/benefits to 
members of its tripartite board, its staff or 
members of their families who apply for 
services/benefits, provided that: 
 
(1) The applicant meets all applicable eligibility 
criteria for the services/benefits;  
(2) The applicant does not receive preferential 
treatment in receiving the services/benefits due to 
his or her connection with the eligible entity; and  
(3) The services/ benefits are provided on terms 
similar to those provided to individuals who are 
not so connected to the entity.   
 
Neither the applicant nor a member of his/her 
family should make the determination of whether 
the applicant is eligible for the CSBG-funded 
services/benefits. Furthermore, The Executive 
Director must approve all agency employee, 
board member and employees of other CAAs 
applications for assistance by signing and 
dating the application BEFORE payment is 
rendered.  
 
Visit CAPLAW.ORG for more information.  
 
 
 

https://www.scdmvonline.com/dmvpublic/trans/AddrChange.aspx
https://www.scdmvonline.com/dmvpublic/trans/AddrChange.aspx
https://www.caplaw.org/resources/Publication%20Documents/CAPLAW_ClientEligibility_Sept2013.pdf
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Frequency of CSBG Services  

The frequency of CSBG services is determined by 
the eligible entity (CAA) and approved by OEO 
through the agencyõs annual Community Action 
Plan. 
 

Maximum Allowance of Services  

The maximum amount of CSBG funds allocated 
per household is determined by the eligible entity 
(CAA) and approved by OEO through the 
agencyõs annual Community Action Plan. 

 

Local Initiative Projects 

 
The specific projects for a given service area 
shall be determined by the local community 
action agency through a community needs 
assessment process.  Therefore, anti-poverty 
strategies shall be based on locally defined needs 
and must involve services which are based on a 
community's own analysis of the poverty related 
problems. 
 
Local initiative projects shall include those 
services and activities which address the anti-
poverty goals as set forth in Section 676 of the 
CSBG Act and may include projects in the areas 
of employment, education, income management, 
housing, nutrition, or other areas in which there 
may be obstacles which hinder the achievement of 
social and economic self-sufficiency by low-
income persons.   

 

Frequency of Service  

The frequency of service for local initiative 
projects is determined by the eligible entity (CAA) 
and approved by OEO through the agencyõs 
annual Community Action Plan.    
 

Maximum Allowance  

The maximum amount of CSBG funds allocated 
per household for various local initiative projects 
is determined by the eligible entity (CAA) and 
approved by OEO through the agencyõs annual 
Community Action Plan. 

 

GEAP (General Emergency 

Assistance Program)  

 
The Office of Economic Opportunity requires 
each eligible entity to provide an emergency 
assistance program referred to in the State of 
South Carolina as the General Emergency 
Assistance Program (GEAP).   
 
An emergency is defined as a sudden, urgent, 
unexpected occurrence or occasion requiring 
immediate action; a state, especially of need for 
help or relief, created by some unexpected event; 
an unforeseen combination of circumstances or 
the resulting state that calls for immediate action; 
or an unexpected situation that poses an 
immediate risk that requires urgent intervention.  
An emergency is never planned.  

Timeframes for Emergency Response  

The purpose of this project is to assist low-income 
persons in meeting the emergency needs 
confronting them within 72 hours or sooner (42 
U.S.C. § 9908(b)(1)(A)(vi);  PY 2021 CSBG State 
Plan). The timeframe required to address 
emergency services begins once the agency 
collects all documents necessary to determine the 
householdõs eligibility.  
 
The U.S. Department of Health and Human 
Services has stated that agencies are to have 
mechanisms in place to resolve emergencies over 
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weekends and holidays.  This may include a 24-
hour contact name and number or may provide 
for staff to work weekend hours in case of fires, 
life threatening temperatures and/or acts of God.  
Carefully document files in these situations.   
 
 

GEAP Customer Assistance  

The applicant must reside at the address stated on 
the lease/bill; however, when the lease/bill is in 
the name of a household member other than the 
applicant, the applicant must provide proof s/he 
resides at that address, relationship to applicant (if 
applicable) and approval to access that account.  

Husband and wife living in the same household 
do not need approval to access the account.  
  
A lease/bill will no longer be accepted if the 
person whose name appeared on the 
lease/bill has been deceased longer than 12 
months (proof needed), lease/bill is in a 
minor childõs name, or lease/bill is in non-
household adultõs name. 

When the bill is in the name of the landlord, the 
landlord must provide a statement indicating that 
the applicant is permitted to access that account, 
to include making payment on the account.  The 
file must include this documentation.  Customer 
must provide a current Lease Agreement 
indicating the account is in the landlordõs name, 
but the bill is the responsibility of the tenant. 

GEAP funds should not be used to pay utility bills 
in 2021 unless the total allocations for LIHEAP 
and Project Share funds have been exhausted for 
the program year, by county, or the household 

includes an undocumented immigrant facing a 
home heating/cooling emergency.  This must be 
proven during monitoring. 

 

EXAMPLES OF GEAP 

EMERGENCIES  

 

NOTE: This list is not inclusive of all 
allowable emergencies 
 

¶ Long-term unemployment resulting 
from proven layoff or reduction in 
force (over 180 days but not more 
than 365 days) or exhaustion of 
unemployment benefits (within past 
90 days) if customer is consistently 
seeking employment (proof required). 

 

¶ Exhaustion of personal savings (within past 
60 days). Proof, such as 2-month bank 
statement, is required. 

 

¶ Emergency vehicle repairs for employed persons 
(proof required) within 30 days of application 
(official receipt required).  Repair amount 
must be comparable to amount needed. 

 

¶ Undocumented immigrant(s) in need of 
heating/cooling assistance may be served with 
GEAP funds. 

 

GEAP Allowable and Unallowable Charges  

GEAP funds may be used to pay: 

¶ Emergency rent (to include deposits) 

¶ Eviction/court costs  

¶ Late Fees 

¶ Emergency Mortgage Assistance  

¶ Lot Rent 

¶ Water 

¶ Sewer 

¶ Mandatory and/or regulated fees required for 
service 

¶ Other emergencies approved by OEO 
 
GEAP funds may not be used to pay: 
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¶ Security systems, returned check fees, meter 
tampering charges or any other illegal charges. 

NOTE  

All unallowable charges MUST be 
paid prior to service or deducted from 
the maximum award benefit.  A letter 
from the vendor will suffice as proof 
that the merchant will work with the 
customer on the outstanding amount 
of unallowable charges.  

 

Past Due Customer Charges  

It is OEOõs intent to offer customers the greatest 
benefit to eliminate their immediate emergency.  
Therefore, there are no restrictions on how far 
back an agency can pay towards the 
customerõs expenses, regardless of when the 
debt was accrued, if expenses are allowable 
and in accordance with the grant/approved 
program.   
 
Example: When serving a customer with a 2021 
bill, allowable charges accrued at any time in 2020 
or prior, may be paid up to the maximum dollar 
amount.  
 

¶ The applicant or household memberõs name 
must be listed on all bills. 

¶ Information in the file must correspond (Ex. 
Physical addresses and/or names).  

¶ The agency may not exceed the approved 
maximum benefit per household, as approved 
by OEO.  

 
GEAP Customer Checklist  

Each customer file must contain current, accurate 
and legible documents to include:  
Ã Completed, signed application reflecting the 

FPL and all household members 
Ã Proof of income for all household members 

age 18 and older 
Ã Photo identification of the applicant 
Ã Lease or bill 
Ã Agency input sources (DBA Action Plan, 

income screen(s), unallowable cost 
calculations) 

Ã Proof of agencyõs commitment (voucher, 
check number)  

Ã Other pertinent information/documents   
 
Referrals:  Evidence of referrals, as outlined in 
the approved Community Action Plan, must be 
documented in client files, when applicable.   

 

CSBG Housing Assistance  

Again, CAAs have 
the flexibility to 
create local 
initiative programs 
based on their 
assessment of 
poverty related 
problems, outlined 
in their community 
needs assessment, 
that do not 
duplicate the 
current efforts of 
another local organization. Assistance may be 
provided to eligible households to address issues 
related to housing. 
 
A clearly defined policy for service delivery must 
be included in the agencyõs Community Action 
Plan submitted to OEO. The frequency of service 
delivery and maximum benefit per household is 
determined by the agency and approved by OEO.  

 

Mortgage Assistance  

CSBG funds may be utilized to provide mortgage 
assistance including taxes, insurance and interest 
effective April 22, 2020. Each eligible entity will 
determine the maximum amount allowed per 
household for mortgage assistance, in accordance 
with the cost of housing in their service area(s).   
 
Mortgages paid utilizing the agencyõs 
standard CSBG fund is limited to a one-
month mortgage assistance payment during 
the program year, not to exceed the agencyõs 
determined maximum for mortgage 
assistance.  
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Proof of emergency and proper documentation is 
required. The applicant must be the primary 
residence at the address stated on the mortgage 
bill/title/deed; however, when the mortgage 
bill/title/deed is in the name of a household 
member other than the applicant, the applicant 
must provide proof s/he resides at that address, 
relationship to applicant (if applicable) and 
approval to access that account.  Husband and 
wife living in the same household do not need 
approval to access the account. 

New!!! CSBG Nutrition 

Assistance  

In correlation with the top needs identified with 
the CAAõs community needs assessment, 
initiatives that address barriers to obtain sufficient 
and healthy food for low-income families may be 
provided.  

 
A clearly defined policy for service delivery should 
be outlined in the agencyõs Community Action 
Plan submitted to OEO to include program 
qualifications and the dollar amount provided to a 
household based on household size.  
 
Agencies should establish a memorandum of 
understanding (MOU) when partnering with local 
grocers. Purchases shall not include alcohol or 

tobacco. Receipt of purchase must be in the 
customer file.  
 
Tips: provide information on how to budget and 
plan for healthy meals.  

 

New!!! CSBG Employment 

and Education  
To address barriers to employment and help 
increase an individualõs wages, CAAs may choose 
to partner with local employers or educational 
institutions.   
 

 Agencies should establish a memorandum of 
understanding (MOU) when partnering with 
organizations that outlines an agreement 
between parties and mutual expectations.   

 CAAs may purchase necessary items for 
participant success to include books, 
uniforms, and other supplies.  

 IMPORTANT: Agencies should only pay 
for expenses not already covered by the 
studentõs financial aid.   

 At a minimum, consistent case management 
and follow-up should be conducted on a 
monthly basis through the completion of the 
program. Tip: As a best practice, follow-up 
with participants beyond program enrollment 
to track success.  

 Consider providing additional supports to 
ensure the participant is successful (assistance 
with childcare, transportation or other 
household bills as an incentive to complete 
the program).  

 
The frequency of service delivery and maximum 
benefit per individual is determined by the agency 
and approved by OEO.
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Youth Leadership Program (YLP) 

 

In accordance with section 676(b)(1)(B), the statewide youth leadership program will provide income-eligible 
elementary, middle and high school students educational opportunities targeting individual improvements 
in academic, behavioral and social achievement, resulting in increased self-sufficiency.   

 

Youth Leadership Activities  

Youth leadership activities should encourage 
youth development in a way that prepares young 
people to navigate adolescence and realize their 
potential as an adult. An important aspect of 
youth development is leadership programming.  
 
Youth leadership programs should focus on youth 
developing the following:   
 
! The ability to analyze strengths and 

weaknesses 
! Set personal and educational/career goals, 

and have the self-esteem, confidence, 
motivation, and abilities to carry them out 
(including the ability to establish support 
networks in order to fully participate in 
community life and effect positive social 
change). 

 
While youth development programs meet basic 
physical, developmental, and social needs, 
leadership programs seek to position youth as 
leaders in their community, to take positions of 

leadership in companies, organizations and 
professional associations. Through youth 
leadership programs, young people gain the skills 
and knowledge to lead civic engagement, 
education reform, and community organizing 
activities. Youth leadership is both an internal and 
an external process (National Collaborative on 
Workforce and Disability for Youth, 2005). 

 

Youth Leadership  Enrollment   

Ã Each student must complete an 
application each program year (January 1 
ð December 31) for enrollment to 
determine/verify eligibility. 

Ã The CAA should provide a master list of 
eligible recipients entering the YLP, 
include date enrolled, date completed or 
date and reason the student discontinued 
the program.  

Ã Document that each eligible student 
qualifies by verifying the studentõs 
household is within the CSBG income 
guidelines.  
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Ã A pre- and post-assessment must be 
documented in each student's file. The 
pre-assessment is to be completed upon a 
studentõs acceptance/enrollment to YLP.  
Document each student's post-assessment 
with actual outcomes (i.e. personal and 
academic achievements, improvements in 
life skills). 

Ã Document each student's attendance with 
attendance logs, including the student's 
signature, date and time in attendance, 
with the coordinator's signatures and date. 

Ã Document each scheduled workshop with 
coordinator's activity report, include in 
the report, the date, time and place of 
each workshop, activities performed, and 
coordinator's signature and date. 

Ã Document field trips with signed parental 
permission, Disclosure Authorization and 
Release Form, field trip permission slip, 
approval attendance logs, costs, and 
activity report signed and dated by the 
coordinator.  Note: All students 
enrolled in the YLP, regardless of age, 
must have parental consent. 

Ã Document supplies or other materials 
distributed with student's signature, date 
and purpose of activity. 

 

Enrolling Foster Children  

Because foster children are not included as 
members of the household when determining 
eligibility, the CAA should complete a DBA 
application with the child listed as the only 
member in the household. The childõs guardian 
must sign the application. Proof of income is not 
required for children under the age of 18. A 
student ID may be included in the file.  

 

Youth Leadership Internships  

The following information must be submitted to 
OEO for approval if internships are being charged 
to CSBG: 

1. Must be outlined in agencyõs policies and 
procedures manual (copy required with 
Community Action Plan); 

2. Identify eligibility criteria; 
3. Define whoõs eligible; 

4. Explain how you arrived at the hourly 
rate; 

5. Memorandum of Understanding is 
required between agency and employer 
and must include termination policy 
(termination should occur as soon as 
possible if internship is not working 
appropriately); and 

6. 1099 Forms must be provided to each 
student receiving more than a total of 
$600 per year for income tax purposes 
and tax regulations must be adhered to. 

 

Important: Youth leadership interns should only 
be compensated for onsite work-related activities. 
Youth interns should not be paid if wages are 
missed when attending field trips or statewide 
youth leadership activities.  
 

Youth Leadership Stipends  

OMB Omni Circular states, òParticipant support 
costs are direct costs for items such as stipends or 
subsistence allowances, travel allowances, and 
registration fees paid to or on behalf of 
participants or trainees (but not employees) in 
connection with meetings, conferences, symposia, 
or training projects. These costs are allowable with 
the prior approval of the awarding agency.ó 

 
All proposed stipends for CSBG programs must 
be sent to OEO in writing, clearly justifying the 
stipends relative to the programsõ success. OEO 
will send a written notification of approval for the 
stipend.  Each participantõs file must provide 
adequate documentation to support these 
expenditures.   
 
The following information must be submitted to 
OEO for approval if stipends are charged to 
CSBG: 

1. Identify eligibility criteria;  
2. Define whoõs eligible; 
3. Explain how you arrived at the stipend 

figure; and 
4. Explain why the stipend is being offered 

(stipends are allowed for childcare, 
transportation, or time lost from a job to 
attend sessions and must be justified with 
receipts) 
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Youth & Technology: Addressing the Digital 

Divide  

In a 2018 survey conducted by the PEW Research 
Center, about one-in-five teens ages 13 to 17 said 
they were often or sometimes unable to complete 
homework assignments because they do not have 
reliable access to a computer or internet 
connection.  
 
To combat the digital divide and allow low-
income children access to internet and technology 
to better compete with their counterparts, 
agencies may provide laptops and monthly 
internet service to active Youth Leadership 
Participants. 
 
Proper documentation, to include procurement, 
receipts, internet contracts/bills, etc. must be in 
the studentõs file. 

 

Youth Leadership Inventory Purchases  

The agency must provide an itemized listing of 
merchandise/products purchased, the unit price, 
total costs and a list of students in receipt of the 
inventory.  Purchases must be reasonable and 
approved by OEO prior to purchase. Proper 
documentation, to include procurement and 
receipts must be in the agencyõs master youth 
leadership file. 
 
If there is any remaining inventory at the end of 
the program year, once spending is authorized for 
the following year, the agency should use current 
year YLP funds to purchase the inventory from 
the prior program year and ensure the inventory is 
recorded in the current program period. The 
previous yearõs inventory must be cleared out 
prior to submission of the final FSR.  
 

Youth Leadership Staff training   

The OMB Omni Circular (§200.472) emphasizes 
that staff training, and education costs are 
allowable expenditures. To be approved, OEO 
requires the agency to demonstrate that staff 
training and education costs are directly related to 
the program requirements and are designed to 
increase the employee's effectiveness within the 
youth leadership program.  
 

To reduce staffing costs, CAAs may hire youth 
leadership staff (excluding full-time agency staff) 
on a contractual basis. Note: Agency must refer 
to the OEO Fiscal Guidance and Procedural 
Manual prior to contracting for professional 
consultant services. 
 
Subgrantees must expend all YLP grant funds 
during the period January 1 ð December 31.  All 
unexpended YLP funds and State CAP 
Association funds must be remitted to OEO at 
the close out of the grant period (by February 15th 
along with the final FSR). 
 
 
 
 

CSBG Program Reporting  

Logic Model Targeting & Projections  

 A logic model (also known as a logical framework, 
theory of change, or program matrix) is a tool used by 
funders, managers, and evaluators of programs to 
evaluate the effectiveness of a program. They can also 
be used during planning and implementation.   

 

The GPRA legislation (Government Performance 
and Results Act of 1993/ Modernization Act of 
2010) refers to òperformance plansó and 
òperformance goals,ó which both relate to the 
concept of planning for specific results.  This 
references two kinds of targets:  the number of 
people who are expected to be served and the 
number of people (of those served) who are 
expected to achieve an outcome.  These targets 

https://www.pewresearch.org/fact-tank/2018/10/26/nearly-one-in-five-teens-cant-always-finish-their-homework-because-of-the-digital-divide/
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiRvdvNp4fMAhVH4iYKHSzqBjIQjRwIBw&url=http://www.lourdesgant.com/the-pros-and-a-few-cons-of-hiring-independent-business-auditors&psig=AFQjCNFKw_V6vBeqsaOKgCNZTCd_It-lIg&ust=1460488963490484
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are identified in planning, so they can be assessed 
in the evaluation phase.   

To improve program targeting, OEO allows 
agencies the flexibility to adjust program 
projections as the state receives updated notices of 
funding.  Subgrantees will have a maximum of ten 
(10) business days following South Carolinaõs 
notice of CSBG Awards to update services and/or 
projections on the ROMA logic model.  Logic 
model targeting should not be altered after the 
stateõs final award has been received for the 
program year.  Instead, targeting variances 
should be explained in the annual report when 
prompted (Ex. Anticipated funding was reduced; 
therefore, participant enrollment was limited).   

Final logic models reporting the achievement of 
results (column 5, Actual Results) are due to OEO 
no later than January 15, 2022. 

 

CSBG ROMA Outcome Measures Report  

The CSBG ROMA Outcome Measures Report is 
due to OEO quarterly on the 15th day following 
each quarter, for the first through third quarters.  
Each agencyõs Annual Report submission (due to 
OEO no later than February 15th) will serve as the 
agencyõs 4th quarter report.   
 
All reports must be submitted in a timely 
manner; timeliness will be reported on risk 
assessments. 
 
 

Certified ROMA Trainer/Implementer 

Tracking Report  

Each Nationally Certified ROMA Trainer (NCRT) 
is required to conduct at least one full 
Introduction to ROMA training each year (this 
applies to every year that you are an active 
NCRT), and provide a report of your training 
activities to the national office (via 
http://www.roma-nptp.org/training_info.html). 
 
To assure on-going competence as a ROMA 
Professional, National Peer to Peer Training 
(NPTP) requires NCRTs attend the In-service 
Continuing Education Program (ICEP) at least 
once in each recertification period. 

 
If you have been certified as an Implementer 
during this period (making you dually certified), or 
if you became a Master Trainer during this period, 
you can use this certification in place of either of 
these two afore-mentioned items. Make a note in 
the appropriate text box. Note: Even if you use 
this option, you are to provide a plan for 
provision of at least one Intro to ROMA training 
in each of the upcoming three years. Without 
recertification, NCRTs will become inactive. 
 
To comply with the requirements for ROMA 
Certified Trainers/Implementers, OEO will 
monitor each ROMA Trainer/Implementer to 
ensure the accomplishment of applied training 
hours. The tracking report will be due to OEO 
quarterly on the 15th day following each 
quarter.  
 

Board Meeting Minutes  

To assure board compliance (as outlined in South 
Carolinaõs 2021 CSBG State Plan), eligible 
entities and the State Association shall 
provide the OEO, through DBAõs Board Pro, 
a current board of directorõs roster and 
completed and signed board composition 
forms.  Changes in composition are to be 
reported to the OEO within thirty (30) days of the 
change.  Additionally, Subgrantees will upload 
minutes to Board Pro for each board meeting no 
later than thirty (30) days following the approval 
of the minutes in DBA. 
 
Organizational Standards  

To ensure the consistent achievement of the 58 
Organizational Standards as required by OCS, OEO 
requires each CSBG eligible entity to upload and 
maintain all standards in DBA for approval. 
Organizational Standards must be accomplished 
according to the Calendar of Required Actions, 
no later than December 31st each program year. 
Each stateõs achievement of standards is reported to 
HHS on an annual basis.  

In 2021, standards listed in the following 
categories of the Calendar of Required Actions 
are due: maintained, more frequently, annually 
and every five years.  

http://www.roma-nptp.org/training_info.html


 

C O M M U N I T Y  S E R V I C E S  B L O C K  G R A N T  

 
 

 

 

18  

Appendix A  

 

GEAP Checklist 
 

 
DBA APPLICATION 

YES NO 

ACTION PLAN COMPLETED  YES NO 

CURRENT LEASE AGREEMENT (Emergency Rental Assistance) YES NO 

FOLLOW-UP COMPLETED (If Applicable) YES NO 

TOTAL HOUSEHOLD INCOME DOCUMENTATION 
(Weekly/Bi-Weekly/Semi-monthly/Monthly) 

YES NO 

LEGIBLE PICTURE ID YES NO 

PROOF OF EMERGENCY  
LIST: ____________________________________________________ 
 
(EX: EVICTION NOTICE/ FIRE REPORT/ PRESCRIPTIONS) 
 

YES NO 

PROOF OF COLLABORATIVE EFFORTS 
(IF BALANCE WAS NOT PAID IN FULL) 
 
EX:  CUSTOMER CONTRIBUTION, REFERALS, PARTNERSHIPS, ETC. 

YES NO 

RENTAL AFFIDAVIT/MORTGAGE STATEMENT YES NO 

VOUCHER / CHECK NUMBER YES NO 

REFERRAL FORM (If Applicable) YES NO 

 
COMPLETED BY: ________________________ DATE: ________________ 

 
  REVIEWED BY: __________________________DATE:________________ 
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Appendix  B  

 

Local Initiative Project Checklist 
 
 
 

FAMILY APPLICATION YES NO 

ACTION PLAN COMPLETED  YES NO 

FOLLOW-UP COMPLETED (If Applicable) YES NO 

TOTAL HOUSEHOLD INCOME DOCUMENTATION 
(Weekly/Bi-Weekly/Semi-Monthly/Monthly) 

YES NO 

LEGIBLE PICTURE ID YES NO 

VOUCHER/ CHECK NUMBER YES NO 

REFERRAL FORM (If Applicable) YES NO 

 

 
 

COMPLETED BY: ________________________ DATE: ________________ 
 
  REVIEWED BY: __________________________DATE: ________________ 
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Appendix C  

 

Youth Leadership Checklist 
 
 

                                                       
FAMILY APPLICATION  

YES NO 

ACTION PLAN COMPLETED  YES NO 

FOLLOW-UP COMPLETED (IF APPLICABLE) YES NO 

TOTAL HOUSEHOLD INCOME DOCUMENTATION 
(Weekly/Bi-Weekly/Monthly) 

YES NO 

[9DL.[9 tL/¢¦w9 L5Ω{ (PARENT & STUDENT) YES NO 

LESSONS IN CHARACTER YES NO 

SIGN-IN SHEETS  YES NO 

PRE-ASSESSMENT / POST-ASSESSMENT YES NO 

PROGRAM EVALUATION (END OF PROGRAM YEAR) YES NO 

VOUCHER / CHECK NUMBER YES NO 

REFERRAL FORM (IF APPLICABLE) YES NO 

TIMESHEETS (IF APPLICABLE) YES NO 

GRADES (IF APPLICABLE) YES NO 

 
 
COMPLETED BY: ________________________ DATE: ________________ 
 
REVIEWED BY: __________________________DATE: ________________ 
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Appendix D  

 
Quarterly CSBG ROMA Outcome Measures Report  
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Appendix E  

 

MORTGAGE ASSISTANCE AFFIDAVIT 
 

Let it be known that I,      , am the mortgage holder for (Mortgagee),  

    residing at         . 

I have not received a payment since ____________________________ causing the homeowner to be 
ψψψψψψψψψψψψ ƳƻƴǘƘόǎύ ŘŜƭƛƴǉǳŜƴǘΦ  L ŎƻƴǎƛŘŜǊ ǘƘŜ ƘƻƳŜƻǿƴŜǊΩǎ ŘŜƭƛƴǉǳŜƴŎȅ ǎŜǊƛƻǳǎ ŀƴŘ ǊŜǉǳƛǊŜ 
immediate attention. 
 
Total Monthly Mortgage Payment $     Total Amount due to-date $  
 
Mortgage Payment Insurance Amount Due $   
Mortgage Payment Taxes Amount Due $   
Mortgage Payment Other Amount Due $                                    Specify                                         
Total Mortgage Payment Due $   
  Total Due: $   
 

Total Amount Paid by Agency toward delinquency  $ ______________ 
 

Total Amount Paid by Customer toward delinquency $ ______________ 
  

 
I understand that any misrepresentation of information on this form will result in an investigation and 
possibly prosecution of the parties involved. 
 
___________________________ ______________________ 
Mortgage Holder Representative  Date 
 
______________________ ______________________ _________________  
Mortgage Holder Address City, State, Zip Code Telephone Number 
 
______________________  ______________________ 
 Attest     Date 
 

 

 
______________________              _____________________ 
IƻƳŜƻǿƴŜǊΩǎ {ƛƎƴŀǘǳǊŜ   Date 
 
______________________ _______________________  
Agency Representative                                          Date  
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Appendix F 
 

How to Use the ROMA Logic Model 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: This is a planning logic model and does not have an Actual Column 
Included or NPIs featured. 
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Low-Income Home Energy  

Assistance Program Federal Overview 

The Low-Income Home Energy Assistance Program, administered by the states, assists low-income 

households, particularly those with the lowest incomes that pay a high proportion of household income for home energy, primarily 
in meeting their immediate home energy needs. Home energy is defined as a source of heating or cooling in residential dwellings. 

ongress established the formula for distributing funds based primarily on each state's weather, fuel prices, 

and low-income population. South Carolinaõs allocation to subgrantees is calculated and based, in part, 
on the 10-year United States Census poverty rates of the county(ies) served by the subgrantee. 
Grantees (states) can use funds for heating and/or cooling costs, as well as up to 15% of their funding for 

weatherization assistance.  
  
LIHEAP  further defines eligible household members as any individual who is a U.S. citizen or òqualified 
alienó. A òqualified alien is defined at 8 U.S.C. Ä 1641(b). Members of the household must meet the eligibility 
requirements specified in Section 2605(b)(2) of the Low-Income Home Energy Assistance Act (42 U.S.C. § 
8624(b)(2)).  According to the LIHEAP Act of 1981, the term òhouseholdó means any individual or group of 
individuals who are living together as one economic unit for whom residential energy is customarily 
purchased in common or who make undesignated payments for energy in the form of rent. 
 
The Federal income eligibility range is based on a household's income and must not exceed 150 % of the federal 
poverty level (FPL).  Grantees (states) must provide crisis assistance.  States have the option to provide home 
heating/cooling, weatherization and/or energy-related minor home repairs.  
  

Section  

2 

C 
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Home Energy Assistance 

Program State Overview 

 
In its 1994 reauthorization of the LIHEAP program 
(Public Law 103-252, signed May 18, 1994), Congress 
put additional emphasis on awarding benefits to those 
who needed them most by defining the purpose of 
LIHEAP as, in part, to "provide assistance to low-
income households in meeting their home energy 
costs, particularly those with the lowest incomes 
that pay a high proportion of household income 
for home energy." 
 
Further, Section 2605(b)(5) was changed and now 
requires States to "provide, in a timely manner, that the 
highest level of assistance will be furnished to those 
households which have the lowest incomes and the 
highest energy costs or needs in relation to income, 
taking into account family size," (emphasis added). 
 
South Carolinaõs Home Energy Assistance Program is 
designed to help the stateõs income eligible households 
pay the price of home energy, defined as residential 
heating and cooling, and to increase energy self-
sufficiency; thereby reducing the vulnerability resulting 
from energy needs.  The program is also designed to 
intervene in energy-related crisis situations (42 U.S.C. 
8623(c) and 8624(b)(1)) and to conduct outreach (42 
U.S.C. 8624(b)(1)).  The program also provides services 
to encourage and enable households to reduce home 
energy needs and consequently eliminating the need for 
energy assistance including needs assessments, energy 
and income counseling and assistance with energy 
vendors (42 U.S.C. 8624(b)(16)).  Payments are made 
directly to vendors and credited to the applicantõs bill. 
 

 

 

 

South Carolinaõs LIHEAP Program Goals  

The goals for LIHEAP are:  
1)   Expand outreach to previously unserved 

households; 
2)   Target energy assistance to eligible households 

with the highest energy needs and lowest 
incomes; 

3)    Increase efficiency of energy usage by 
applicant households; and 

4)    Identify resources to broaden the reach of 
LIHEAP funds. 

 

Grant Award Disbursements  

Agencies will receive the grant award(s) based upon 
OEOõs receipt of the federal notice of award(s), the 
timely completion, receipt and final OEO approval of 
the agencyõs Community Action Plan and application 
budget. 
 

LIHEAP Fund Limitations  

Section 2609 of the LIHEAP Statute (Limitations on Use of 
Grants for Construction) state Grants made under this title may 
not be used by the State, or by any other person with which the 
State makes arrangements to carry out the purposes of this title, 
for the purchase or improvement of land, or the purchase, 
construction, or permanent improvement (other than low-cost 
residential weatherization or other energy-related home repairs) 
of any building or other facility. 

 

South Carolinaõs LIHEAP Operations 

South Carolinaõs LIHEAP operates on a calendar year 
(January 1 ð December 31), and provides eligible 
households benefits in the following categories:  

 

Heating :  January 1 ð April 30  

Cooling :  May 1 ð September 30  

Heating :  October 1 ð December 31  

Crisis:  January 1 ð December 31  

 
Heating and cooling assistance must only be provided 
during the appropriate season.  
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Federal Income Guidelines 

In 2021, South Carolina will determine LIHEAP  eligibility based on 150% of the federal guidelines. 

 150% 150% 
FAMILY SIZE MONTHLY  

POVERTY 
ANNUAL  
POVERTY 

 GUIDELINE  GUIDELINE  

1 $1,595.00 $19,140.00 

2 $2,155.00 $25,860.00 

3 $2,715.00 $32,580.00 

4 $3,275.00 $39,300.00 

5 $3,835.00 $46,020.00 

6 $4,395.00 $52,740.00 

7 $4,955.00 $59,460.00 

8 $5,515.00 $66,180.00 

For each additional person, add $560.00 $6,720.00 

 
FIGURE 1.1 Federal Poverty Income Guidelines are in effect as of January 23, 2020. The 2021 HHS poverty guidelines will be updated once published 
in the Federal Register and can be referenced at https://aspe.hhs.gov/poverty-guidelines. 

 

 

Income Eligibility 
Application must be made in the designated service 
area.  The federal poverty guidelines must be used as 
the primary criterion in determining income eligibility.  
To receive assistance under LIHEAP, an applicant's 
total household income must not exceed 150% of the 
poverty level.  The term òhouseholdó is defined by 
the LIHEAP Act of 1981 as any individual or group 
of individuals who are living together as one 
economic unit for whom residential energy is 
customarily purchased in common or who make 
undesignated payments for energy in the form of 
rentó. Total household income is based on income at 
the time of application. 
 

Income Verification  

The purpose of the income determination is to 
establish the household's eligibility for service in 
accordance with the statutory definition of poverty 
level.  The goal is to implement program services that 
will enhance and promote self-sufficiency, and not to 
penalize low-income persons as they move from 
poverty to self-sufficiency.   
 
Income eligibility will be determined once during 
a program year considering the householdõs 30-day 
income at the time of the initial application. If the 
household meets the income guidelines, the household 
will be considered eligible for all qualifying grants for 

the remainder of the program year. If the 
individual/household seeks additional assistance during 
the same program year, the applicant will only be 
required to present a current bill and supporting 
documentation. 

 
Once minimum income eligibility criteria are 
established, priority is then given to vulnerable 
households; particularly those with the lowest incomes 
that pay a higher proportion of household income for 
home energy, primarily in meeting immediate home 
energy needs.  Vulnerable households include those 
households with members who are elderly, disabled, 
children (age 5 or younger) and households with 
incomes at or below 100% of the FPL.   

 
 

Income & Contribution Frequencies  

Income/contributions should be entered in the 
statewide database (DBA) based on the frequency of 

https://aspe.hhs.gov/poverty-guidelines
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pay using gross amounts:  when an applicant or 
household member is paid weekly throughout the 30-
day period, enter the income as òweeklyó; if paid bi-
weekly (every two weeks or 14 days) enter income as 
òbi-weekly; if paid semi-monthly (twice per month) 
enter as semi-monthly; if monthly (paid once each 
month) enter as monthly.   
 
To determine the accurate 30-day income to be entered 
into DBA, the calculations are as follows: 
 

Á Weekly: (((amount1 + amount2 + amount 3 + 
amount4) /4) * 4.33)  

 

Á Bi-Weekly: (((amount1 +amount2) /2) * 2.165 
 

Á Semi-Monthly  (amount1 + amount2) 
 

Á Monthly (monthly income x 12) 

 

How to Calculate Income  

When calculating total household income, include all 
income (use actual amount; do not round) for the last 
30 days (include the date of application). Calculate the 
ògrossó income to determine eligibility.   
 

 Individuals with Wages  

When an applicant or member of the household has 
earned only one paycheck in the 30-day period, enter it 
based on the frequency of payroll period, also.  SC 
ROMA (DBA FACSPRO) will provide the calculations 
to determine eligibility. 
 

 Self -Employed Individuals  

When an individual is self-employed and operating a 
business outside of the home, use the ònetó profit.  An 
individual must provide the entire 2020 (most recent) 
signed Federal Tax Form pertaining to the business 

(e.g. 1040 Schedule C of Profit or Loss or 1040 
Schedule C-EZ).  For Form 1040 schedule C, use total 
from line 31(Net Profit), divide it by 12 = monthly 
income amount.  
 
If using form 1040 schedule C-EZ, line #3 should be 
used. Other IRS forms include Form 1065 Partnership 
Return of Income (request Tax Schedule K-1 Form 
1065 Partnerõs Share of Income, Deductions, Credits), 
Form 1120S (request Tax Schedule K-1, Form 1120S).  
When an individual is self-employed, operating an in-
home business, such as childcare, use the ògrossó 
income.  An individual must provide the entire 2020 
(most recent) signed Federal Tax Form pertaining to 
the business.   
 
When only recently self-employed, an individual must 
provide quarterly or monthly tax statements provided 
by the South Carolina Department of Revenue.  If the 
self-employed individual does not file his/her taxes 
quarterly, provide a copy of the business license and 
Declaration of Zero Income form.   
 
How to calculate quarterly taxes:  Divide the most 
recent quarterly tax amount by 3 = average monthly 
income amount.  Appointment books should not be 
used to verify income.  When an individualõs business 
has been terminated, verification of termination is 
required (e.g. state certification verifying termination). 
 

 Day Laborers  

When determining the income of day laborers, collect 
all wages received within 30 days of the date of 
application and calculate income using the monthly pay 
frequency.   
 

 Declaration of Zero Income Form  

The Declaration of Zero Income form should be used 
as a last resort, when all efforts have been exhausted to 
provide sufficient documentation.  

 

Persons reporting no earned income or monthly 
benefit (such as Social Security) must complete the 
Declaration of Zero Income form.  If an adult member 
of the household is receiving funds from an outside 
source to contribute toward household bills, determine 
the monetary amounts toward food, shelter and 
utilities, and enter the average monthly income total in 
DBA as òcontributionsó or òmiscellaneous incomeó.  
Items that may be captured on the Declaration of Zero 
Income form include:  child support (contributions in 
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care of a child that is not court-ordered), utility check 
or other monetary assistance provided to the 
household that is not employment. Be sure not to 
enter the same income twice.   
 
If a youth (under age 18) provides finances to the adult 
household member for food, shelter or utility expenses, 
the amount must be included as income to the adult 
under miscellaneous/cash contributions on the 
Declaration of Zero Income form. 

 
 

 
 

 Award Letters  (Social Security, Supplemental Security 

Income, VA Benefits, Pensions, etc.) 
 
The Social Security Administration (SSA) announced 
that benefits will increase by 1.3% in 2021. The 
maximum monthly SSI benefit will be $794 for a single 
person and $1,191 for a married couple. 
 
A current yearõs award letter may be used to verify 
income, using the gross amount.  
 
Proof of disability is to be provided from a current or 
prior yearõs award letter from the Social Security 
Administration (SSA), a current yearõs letter from 
Vocational Rehabilitation or the Veterans 
Administration, disability income check, or an official 
handicapped sticker bearing the appropriate 
photograph. Disability may be temporary or 
permanent. Medical documentation must be attached 
to the application on file.   
 
Due to the pandemic, if a customer has exhausted all 
efforts to retrieve the current year award letter, the 
2020 award letter may be used as verification of 
disability. 
 
òDisabledó describes an individual who has a physical 
or mental impairment that prohibits one from working 
at any substantial employment that otherwise s/he 

would reasonably be able to perform and that will 
probably continue for an indefinite period of at least 12 
months or who has been certified as permanently and 
totally disabled by a state or federal agency qualified to 
render that decision.  Short-term disability and 
workmanõs compensation are also recognized as a form 
of disability. 
 
A spouse or child receiving Social Security benefits is 
not necessarily disabled.  There are three types of social 
security payments: (1) retirement payments as early as 
age 62, (2) survivor payments made at any age, and (3) 
disability payments made to disabled persons under the 
age of 65.  The medical standards for disability are the 
same for Social Security (SS) as for Supplemental 
Security Income (SSI) for individuals age 18 or older.  
There is a separate definition of disability for SSI 
children under age 18. 
 
SSI payments are made in three categories: (1) to aged 
individuals ð 65 or older, (2) to disabled persons under 
65 who have an impairment so severe the person 
cannot do any substantial work, and the impairment 
will last 12 months or result in death, and 3) to blind 
individuals under age 65 and legally blind.  Children 
may receive SSI payments if blind or disabled, based 
upon the parent(s) resources and income.   
 
If you have questions, contact your local Social Security 
office or call 1-800-772-1213. Note: The SSA has 
asked that CAAs contact them at the number 
above or your local SSA office if documents are 
required to service customers, rather than sending 
customers to their office for documents. 
òUnderstanding SSIó is available online at 
www.socialsecurity.gov/ and 
https://www.ssa.gov/ssi/text-understanding-ssi.htm.  
 

 Child Support  

When calculating child support to determine applicant 
eligibility, add all payments made within 30 days, to 
include the date of application, and enter the total 
ògrossó amount into DBA using the monthly pay 
frequency.   

 

 

 

 

 

 

http://www.socialsecurity.gov/
https://www.ssa.gov/ssi/text-understanding-ssi.htm











































































